
CHAPTER 13

REPORTS AND RETURNS

Some sort of supporting document is required for
each transaction involving the financial accountability
of the disbursing officer. This requirement is a must.
These supporting documents may take the form of a
travel claim the disbursing officer has paid, a military
pay voucher covering last week’s payday, or a collection
voucher for a cash deposit made b y a member who was
overpaid.

Eventually, these documents, along with other
reports, are transmitted to either a central disbursing
officer (CDO) or to the appropriate fleet accounting and
disbursing center (FAADC) to establish the disbursing
officer’s accountability. The submission of these
documents is known as rendering financial returns.

FINANCIAL RETURNS

Every disbursing officer must submit financial
returns. The disbursing officer’s financial returns make
up the formal accounting to the United States for all
public funds received and spent. They are also the basis
for the official audit and settlement of accounts by the
General Accounting Office (GAO) and provide the data
from which the Navy Department maintains its
administrative accounting controls.

As an assistant to the disbursing officer, you will be
called upon to assist in the preparation and submission
of the financial returns.

ACCOUNTING PERIOD

Financial returns are submitted on a calendar month
basis (first day through the last day of the month) except
when accountability begins other than the first day and
ends other than the last day of the month.

When a disbursing officer is relieved, the
accounting period for the officer being relieved runs
from the first of the month through the date of relief, and
the accounting period for the relieving officer from the
date of relief through the end of the month. If the
relieving officer effects no disbursing transactions on
the date of relief other than the receipt of funds from the
officer relieved, the accounting period is from the day
following the date of relief through the end of the month.
To avoid submission of an additional set of financial

returns, the date of relief is effected the last day of the
month. The accounting period never extends beyond the
end of a calendar month.

TIME OF SUBMISSION

Normally, financial returns of the accountable
officer are rendered on a monthly basis. However, in
order to spread the workload of the FAADCs and speed
up final reporting of financial transactions, some
activities located outside the continental United States
submit their financial returns daily supported by a
Balance Sheet, NAVCOMPT Form 379.

Accountable officers forward financial returns on
the first workday following the close of the accounting
period.

When delinquent or late returns are not caused by
lack or inadequacy of postal or shipping facilities, the
accountable officer furnishes an explanation of the
delay with the Financial Returns Transmittal,
NAVCOMPT Form 2183.

CASHBOOK

Regulations require that a record be kept of all
receipts and expenditures of public funds. The
Cashbook, NAVCOMPT Form 245, is a record of all
transactions involving public funds and forms the basis
for the preparation of financial returns.

All disbursing officers keep a cashbook in which all
receipts, expenditures of funds, and other transactions
affecting the accountability of the officer are recorded
in such a manner as will help a ready balance.

Entries

The cashbooks posted daily in ink. Each entry must
clearly identify the receipt or expenditure.

Afloat, the disbursing officer or the deputy
personally does the posting and maintenance. Agent
cashiers are not authorized to maintain the disbursing
officer’s cashbook. Ashore, the cashbook is usually
maintained and posted by the fiscal section under the
supervision of the disbursing officer.

Erasures are not made in the cashbook. The
disbursing officer or deputy lines through and initials
erroneous entries.
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Closing and Balancing

The cashbook is closed and balanced at the end of

the accounting period. After the columnar totals are

balanced, an analysis of the cash and other assets,
verified by actual count, is made. The balance shown is

carried forward as a receipt on the first day of the
following month.

The cashbook is also closed and balanced when

authorized audit groups or teams arrive to verify,
inspect, examine, or audit the disbursing officer’s

accountability.

As a junior DK aboard ship, you will not be involved
in posting the cashbook. However, you will have to
know what figures are used in the cashbook to prepare

the financial returns. The NAVCOMPT Manual,

volume 4, contains detailed instructions for posting the
cashbook.

Figure 13-1 shows sample entries and a typical
closed and balanced page of a cashbook for an afloat
disbursing officer.

STATEMENT OF ACCOUNTABILITY

The Statement of Accountability, Standard Form
1219, shows the status of the disbursing officer’s
account at the close of the accounting period. It also
shows the summary totals of all receipts and
expenditures of public funds that occurred during each
accounting period. A Standard Form 1219 is submitted
each month for each disbursing symbol whether or not
any transactions occurred. This form must be prepared
with absolute accuracy. Erasures, strikeovers, or other
marks are not permitted.

Figure 13-1.-Cashbook entries.
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Submit an original copy and one copy with the on all copies of the Standard Form 1219. Figures 13-2
financial returns. Retain a second copy. Original signa- and 13-3 respectively show a Standard Form 1219 (front
tures of the disbursing officer or deputies are required and reverse, respectively) for a disbursing officer afloat.

Figure 13-2.-Statement of Accountability (front), Standard Form 1219.
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Figure 13-3.-Statement of Accountability (reverse), Standard Form 1219.

Derive amounts reported on the Standard Form
1219 from the cashbook as explained in the following
paragraphs. In the discussion that follows, refer to
figures 13-1, 13-2, and 13-3.

l Line 1.00–Total of column (3) of the cashbook.
It must also agree with the Total Check Issued amount
reported in section II, part A (reverse), shown in figure
13-3.

. Line 2.1–Total of column (4) of the cashbook.

. Line 4.1–Total of column (6) less column (5) of
the cashbook.

. Line 4.2–Total of column (7) of the cashbook.

. Line 5.00–Difference of columns (12) and (13)
of the cashbook and equal to difference of lines 3.0 and
4.9. It must also agree with the Total Assets amount of
the balanced cashbook at the end of the accounting
period.

The NAVCOMFT Manual, volume 4, explains how
to prepare the Standard Form 1219. The Uniform
Microcomputer Disbursing System (UMIDS) User

Manual, contains procedures in preparing a certified

copy of the Standard Form 1219. This capability

eliminates the task of manually typing the form.

SCHEDULE OF DEPOSIT ACTIVITY

Prepare the schedule of deposit activity to list the
detailed transactions included in line 4.2 of the Standard
Form 1219. This schedule also serves as a transmittal
for deposit confirmation documents and provides a

detailed listing of those deposits that remain
unconfirmed. Disbursing offices on UMIDS have the

on-line capability to add, change, delete, and review
deposit report data before printing the schedule of
deposit activity.
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Figure 13-4 shows a schedule of deposit activity that

is submitted with the Standard Form 1219 in figure 13-2.
The amount in line 20.0 of the schedule must equal the
amount reported in line 4.2 of the Standard Form 1219.
The original and one copy of the schedule are included
in the financial returns and one copy is retained by the
disbursing officer.

COLLECTION DOCUMENTS

As discussed in chapter 12 of this training manual,
all types of collection vouchers (CVs) processed during
the course of the month are kept in the disbursing
officer’s safe until they are ready for submission with
the financial returns.

The frost thing that you must do is verify and make
sure all the CVs are accounted for. Arrange the CVs in
numerical sequence by CV number. Prepare an adding
machine tape and verify it with the total of collections
(column 5) of the cashbook.

Also balance the CV log at the end of the accounting
period. Prepare a separate adding machine tape total. Its
total must balance or equal the adding machine tape total
of the CVs.

PAYMENT DOCUMENTS

Normally, the payment documents that you would
be concerned with are primarily military payrolls
described in chapter 7 and public vouchers (PVs)
described in chapter 11 of this training manual.

Figure 13-4.-Schedule of deposit activity.
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Figure 13-5.-Distribution of financial returns documents.
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Figure 13-5.-Distribution of financial returns documents–Continued.

Military Payrolls

The OCR copy of each Military Pay Voucher,
NAVCOMPT Form 3055, and the Military Payroll
Money List, NAVCOMPT Form 3056, are transmitted
daily to DFAS - Cleveland Center.

Forward the first copy of the NAVCOMPT Form
3056 paid during the accounting period with a copy of
the covering NAVCOMPT Form 3055 fastened on top
with the financial returns. These copies must contain the
original signatures of the payee(s) and the disbursing
officer, deputy, or other authorized representative.
Arrange payrolls in numerical sequence by payroll
number.

Public Vouchers

Forward the original of each PV with supporting

documents, when required, with the financial returns.
Arrange them in numerical order by disbursing officer
voucher (DOV) number.

Totaling and Balancing

As in CVs, verify payrolls and PVs to make sure
they are all accounted for.

Prepare separate adding machine tapes on PVs and
payrolls. The total amounts when added together must
equal the total gross disbursements (column 6) on the
cashbook and the total shown on the adding machine
tape prepared on the PV log.

Lastly, the total gross disbursements (PVs plus
payrolls) less the total collections (CVs) must equal to
the amount reported as Net Disbursements (line 4. 1) of
the Standard Form 1219 in figure 13-2.

ASSEMBLY AND TRANSMITTAL

Before shipping the financial returns, separate the
documents comprising the financial returns into groups
for mailing. Each of these groups (called packages)
contains related documents grouped as they will be
needed by the FAADCs, FIPCs, and the GAO for
performing their audits.

Financial Returns Documents

Package No. 1 contains the original and one copy of
the statement of accountability and the supporting
documents as shown in the distribution table shown in
the NAVCOMPT Manual, volume 4, chapter 20.
Package No. 2 contains copies of documents
specifically y required in the distribution table.

Appropriately mark the adding machine tapes and
attach them to the original statement of accountability.
Figure 13-5 shows the proper distribution and
packaging of financial returns documents.

Financial Returns Transmittal

Forward the monthly financial returns under a
covering Financial Returns Transmittal, NAVCOMPT
Form 2183, to the appropriate FAADC. Complete the
form to show the contents of the financial returns. Date
the form as of the date the returns are completed and
ready for mailing. Package the original and one copy
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Figure 13-6.-Financial Returns Transmittal, NAVCOMPT Form 2183.
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with the financial returns documents. Figure 13-6 shows
an example of a completed NAVCOMPT Form 2183.

Manner of Shipment

Afloat and overseas disbursing officers submitting
financial returns to a FAADC forward their returns by
mail. When possible, forward the returns in one parcel
or box. When forwarding returns in several boxes,
assign each box a number and mark to indicate the
number of boxes shipped and the number of the box as
No. 1 of 3. Mark each box or parcel in the upper left

corner with the name and symbol number of the
disbursing officer, ship or station, and department
concerned. Note Financial Returns for (insert month and
year) under this information.

To avoid customs inspection delays on financial
returns from overseas and deployed disbursing officers,
stamp the outer wrapper of the returns to show that it
contains government financial returns and that the
packages need to be expedited as shown in figure 13-7.

RETAINED RECORDS

Store copies of the financial returns retained by the

disbursing officer in regular open files or cabinets for

reference purposes.

Disbursing officers that are afloat file retained

records in the same manner as if for transmittal to a

federal records center. Other disbursing officers may file

retained records by such groupings at their option.

CHECKING ACCOUNT RETURNS

Each disbursing officer who has magnetic tape

capability submits a magnetic tape checking account

return to the United States Treasury to show the status,

as of the last of each calendar month, of his or her official

Treasury checking account. CDOs and FAADCs

convert check-issue reports to magnetic tape for

disbursing officers who do not have magnetic tape

capability.

Figure 13-7.-Financial returns packages.
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MONTH END CHECK ISSUE SUMMARY checks drawn on the United States Treasury checking

account.
Use the Month End Check Issue Summary,

Standard Form 1179, in reporting the amount and serial Use separate transmittals for each separate check

numbers of checks issued. The Department of the range being reported by the disbursing symbol. For

Treasury uses this information to track and control example, report checks issued on the 15th of the month

Figure 13-8.-Month End Check Issue Summary, Standard Form 1179.
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payday separately from the checks issued on the 1st of
the month payday. For activities reporting directly to the
United States Treasury, include an accompanying
Magnetic Tape Control Record TFS Form 3510, with
the magnetic tape and INTERIM Standard Form 1179.
Other activities reporting by diskette (floppy disk) or
hard copy listing to a CDO or a FAADC need only
include an INTERIM Standard Form 1179.

Show every transmittal as a single line entry on the
CONSOLIDATED Standard Form 1179 at the end of
the month. See figure 13-8. Prepare the Standard Form
1179 in an original and two copies. Disbursing officers
check all blocks of the form including page and location,
disbursing officer’s signature, and the month and year
for which rendered. Most importantly, they check to see
that the total amount shown agrees with the amount
reported in part A, column (2), on the reverse of the
statement of accountability shown in figure 13-3.

LIST OF SPOILED CHECKS

Prepare a list of spoiled checks (fig. 13-9) in
duplicate and forward it with the Standard Form 1179
as a part of the checking account returns. The list should
show the following information:

l

l

l

l

l

l

Issuing activity and mailing address

Name of the disbursing officer

Disbursing station symbol number (DSSN)

Period covered by the listing

Spoiled check numbers in ascending order

Signature and typed name of the disbursing
officer

ASSEMBLY AND SUBMISSION

Assembly and submission of checking account
returns depend on the activity’s ability to prepare
check-issue detail on magnetic tape.

When your activity reports directly to the
Department of the Treasury by magnetic tape, submit
the returns on or before the 10th calendar day of the
following month. They should consist of the following:

INTERIM TRANSMITTALS

1. Detail of checks issued in magnetic tape format
accompanied by a TFS Form 3510

Figure 13-9.-List of spoiled checks.
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2.

1.

2.

3.

4.

5.

Original of the Standard Form 1179 marked
INTERIM

CONSOLIDATED TRANSMITTALS
(End of the Month Report)

Detail of checks issued in magnetic tape format
accompanied by a TFS Form 3510

Original of Standard Form 1179 marked CON-
SOLIDATED

Spoiled checks with listing

Advice of Check Issue Discrepancy, TFS Form
5206, and NAVCOMPT Form 2277 adjust-
ments, if any

Original statement of destruction of voided
checks

Forward detail of checks issued on a floppy disk or
hard copy listing to the assigned FAADC or CDO for
conversion to magnetic tape. The FAADC or CDO
prepares the consolidated submission to the Department
of the Treasury in this case.

Submit returns sent to a FAADC or a CDO on or
before the 5th calendar day of the following month or
within 5 working days of the date of relief of the
disbursing officer.

RETAINED RECORDS

The disbursing officer keeps the third copy of the
Standard Form 1179. The disbursing office keeps a
backup copy of the magnetic tape, floppy disk, or hard
cop y listing in case a lost report requires resubmission.

The Department of the Treasury returns magnetic
tapes and the CDO or FAADC returns diskettes to the
disbursing office for reuse.

The NAVCOMPT Manual, volume 4, contains
complete instructions on the preparation, assembly, and
submission of checking account returns.

SPECIAL REPORTS

In addition to the regular monthly financial returns
and checking account returns, there are other required
reports that the disbursing officer must render to higher
authorities. Although there are numerous reports
submitted, we will only discuss the monthly reports with
which you will be involved.

MESSAGE REPORT OF STATE-
MENT OF ACCOUNTABILITY AND
DISBURSEMENTS AND COLLECTIONS

On the first workday following the end of the
accounting period (normally a calendar month), all
Navy disbursing officers, overseas and afloat,
submitting financial returns to a FAADC, must submit
message reports as prescribed in the NAVCOMPT
Manual, volume 4. Negative reports are required.

If operation MINIMIZE on message traffic is in
effect, this message report takes precedence over
MINIMIZE and is transmitted as required. The FAADC
requires that the y receive the message in punched card
format and that at least three spaces separate each
column (or subcolumn) in the body of the message. The
disbursing officer informs the communications officer
of this before transmission of the message report.
Figure 13-10 shows the format for this report.

Statement of Accountability

The report message portion entitled Statement of
Accountability establishes the month’s accountability.
Immediately after the message has been transmitted, the
disbursing officer checks it to make sure there are no
errors and it agrees with the statement of accountability.
Normally the FAADC uses the information in the
message report for consolidation and as the basis for
subsequent reporting to the Department of the Treasury.

Once a properly balanced message report has been
transmitted, subsequent changes to the message report
are not permissible. For changes discovered after
transmission of a balanced message report, the
disbursing officer reports them in the next month’s
financial return rather than including them in the current
statement of accountability. When preparing this report,
do not round off figures and omit any line with zero
dollars.

Disbursements and Collections

The message report portion entitled Disbursements
and Collections reports to the Department of the
Treasury the total disbursements and the totals of
collections by appropriation and subhead (if any).
Report these transactions by category code,
appropriation and subhead (if any), by program
element/budget project ardor reimbursement source
code (if appropriate), and amount. (DO NOT ROUND
OFF.) Category codes for this purpose are as follows:

l Code l–public vouchers
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l Code 4–Military payrolls The totals of codes 1, 4, and 6 less the totals of codes
7 and 8 must equal total net disbursements reported on

l Code 6–Civilian payrolls (list payroll UIC num-
ber of reference line of message report)

line 4.1 of the Standard Form 1219.

The NAVCOMPT Manual, volume 4, contains
l Code 7–Collections not covered under code 8 complete instructions on the preparation and submission

l Code 8–Collections from ship’s stores deployed of this message report. The UMIDS statement of

in foreign waters (applicable to ships that have visited accountability function has the capability of generating

or will visit a foreign port during a deployment overseas) this report.

Figure 13-10.-Message report of statement of accountability and disbursements and collections.
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FOREIGN CURRENCY REPORT exchange ashore. You will also use the foreign funds for

Afloat, your disbursing officer will frequently be
called upon to handle foreign currencies when your ship
visits foreign countries. The primary reason you

settlement of dealers’ bills when payment is required in
foreign funds.

All disbursing officers afloat or ashore using foreign

maintain supplies of foreign currency is for exchanges currency at any time during the accounting period

with the crew, so that they will have funds for use on prepare a monthly report of foreign currency

liberty. This is particularly important in ports where transactions on the Foreign Currency Report,
there are no U.S. military facilities to handle currency NAVCOMPT Form 2188.

Figure 13-11.-Foreign Currency Report, NAVCOMPT Form 2188.
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Prepare the NAVCOMPT Form 2188 in an original
and four copies. Forward the original and one copy to
the cognizant FAADC on or before the 5th day of the
month following the month covered by the report.
Attach the second and third copies to the original
statement of accountability. File the fourth copy with the
disbursing officer’s retained records.

Figure 13-11 illustrates a completed foreign
currency report. See the NAVCOMPT Manual, volume
4, for complete guidance in the preparation and
submission of the NAVCOMPT Form 2188.

PROMPT PAYMENT ACT REPORT

The Office of Management and Budget (OMB)
requires an annual report from the Department of
Defense (DOD) of the number, dollar value, frequency,
and cause of all late payments, and other data pertaining
to contractor payments.

The DOD meets this requirement by requiring a
monthly report from all disbursing activities that pay
contractor invoices. The report contains payments made
each calendar month. Navy disbursing officers that pay
contractor invoices must render the report not later than
the 10th calendar day of the following month to DFAS -
Washington Center. DFAS - Washington Center
consolidates these monthly reports for the annual report
from the Navy to DOD.

Figure 13-12 shows the format of this report. The
NAVCOMPT Manual, volume 4, contains line
instructions for the report.

USEFUL HINTS IN PREPARING
FINANCIAL REPORTS AND RETURNS

There is no set order of attacking the problem of
preparing and transmitting the various reports and
returns required of the disbursing officer. You can

Figure 13-12.-Prompt payment act report.
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readily see, due to the number and complexity of the
various reports and returns, the need to plan the
preparation. When you take an organized approach to
preparation you reduce the chances of making costly
errors.

There are many ways of combining the processing
steps into an orderly plan of attack One of these is
presented in figure 13-13 for your information.

RELIEF AND DETACHMENT OF
DISBURSING OFFICERS

Advance planning lessens disruption of service to
customers when the disbursing officer is relieved.

First, the relieving officer must have official orders
to disbursing duty. Second, to avoid the submission of
more than one financial return for that month, the date

l

l

l

Cash on hand

Blank United States Treasury checks

Blank postal money orders

Blank savings bonds

Safekeeping deposits

Documents included in the cashbook and

statement of accountability as assets

Money accounts, books, property, and other
records

Check-signing machine

Signature plates (if approved for temporary use
by the relieving disbursing officer; otherwise,
they are destroyed)

of relief should be effected on the last day of the month.
On the date relief takes place, the relieved and The relieving officer reviews the condition of the

relieving disbursing officers verify and transfer the records and accounts to be received before accepting

following items, as applicable: responsibility for them. If the relieving officer is not

Figure 13-13.-Useful hints in preparing financial reports and returns.
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satisfied with the condition of the records and accounts Finally, the disbursing officer being relieved
or the safekeeping facilities for funds, blank checks, and prepares and submits a final statement of accountability.
other documents are inadequate, he or she submits a The relieving disbursing officer must sign a certificate
detailed report to the commanding officer for remedial of acceptance of total accountability as shown in figure
action. 13-14.

Figure 13-14.-Statement of accountability (transfer of funds upon relief).
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Figure 13-15.-Letter of commencement of disbursing duty.
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COMMENCEMENT OF DISBURSING
DUTY

Now it is time for your new disbursing officer to set
up shop. He or she will depend on your professional
assistance and advice to get started on the right track.

Immediately upon beginning disbursing duty, a
disbursing officer forwards a letter to the Department of
the Treasury via DFAS - Washington Center. One copy
of this letter is sent to the appropriate FAADC or FIPC
to whom the financial returns are submitted. The letter
includes the name of the activity, the symbol number
assigned, the name and rank or grade of the disbursing
officer, the opening date of the account, and the name
and rank of the officer being relieved. Figure 13-15
illustrates the format for the letter.

In addition to verifying and transferring
accountable items discussed earlier, the relieving
disbursing officer does the following:

. Furnishes specimen signatures to the Department
of the Treasury via DFAS - Washington Center.

. Furnishes a letter of introduction and specimen
signatures to the local bank providing either depositary
or exchange-for-cash check procurement services.

l Completes on-hand cash requirements and
requests authority from the commanding officer to hold
a specific maximum amount of cash at personal risk.

. Appoints all required deputy disbursing officers
and agent cashiers.

. Makes sure there are currently on file letters of
appointment of other accountable positions such as
paying agents, imprest fund cashiers, and collection
agents or authorized custodians. A current letter from
the commanding officer appointing the cash verification
board must also be on file.

. Orders all required official publications not on
hand.

. Makes sure there are current written instructions
covering the operation of the disbursing office as
prescribed by the PAYPERSMAN, part nine, chapter 5,
and the SDSPROMAN, volume II, part four, chapter 5.

Perhaps the relieving disbursing officer’s most
important task is to change the combinations of all safes
including those assigned to other accountable
individuals.

The NAVCOMPT Manual, volume 4, chapter 2,
contains complete details on the procedures or
necessary actions that are taken and illustrates the

completion of the forms and documents most frequently
required as part of the relief process.

DISPOSITION OF RETAINED
DISBURSING RECORDS

Mark for identification copies of returns and
vouchers, books, records, and any other associated
papers ashore or afloat retained by the disbursing
officer. File them by the month and year of the
accounting period.

These are unclassified retained records and do not
require special security storage precautions. However,
retained records should be kept in good condition and
in an orderly fashion. Retained records are also
controlled so that records removed from the files are
returned.

RETENTION PERIOD

The retained records of any disbursing officer
detached from disbursing duty are retained locally for
specified periods, depending on whether the disbursing
office is ashore or afloat. Two factors determine where
returned records are kept: (1) whether the disbursing
officer is relieved with or without relief and (2) the
geographic location of the disbursing officer.

Figure 13-16 outlines the procedures for retention
and disposition of retained records.

MAILING PROCEDURES

Ship retained disbursing records to the federal
records center as indicated in figure 13-16. Before
shipping, arrange and package them into groups
according to the directions prescribed in the
NAVCOMPT Manual, volume 4. Ship the records on a
Records Transmittal and Receipt, Standard Form 135,
as shown in figure 13-17.

The appropriate federal records center retains and
disposes of the retained records following instructions
in the Navy and Marine Corps Records Disposition
Manual, SECNAVINST 5212.5. Records centers
destroy most records after retaining them for 6 years and
3 months after the period covered.

SUMMARY

In this chapter, we acquaint you with the required
reports and returns that the disbursing officer must
submit on a regular basis. The impact of timely and
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Figure 13-16.-Retention and deposition of retained disbursing records.

accurate preparation and submission of financial reports Prepare yourself well by referring to the various pay
and returns cannot be overemphasized.

Throughout this training manual we have sought to
make you aware of the types of duties the DKs perform
and the equipment and forms they work with. We made
you aware that with each promotion will come
additional responsibilities and higher expectations. You
will move from performing the duties of a rollkeeper to
duties more technical that require greater expertise and
a broader knowledge of the DK rating.

manuals and directives required in your rating to stay

abreast of the dynamic changes as they occur. You must

always bear in mind that this is a service-related rating.

The service you provide can have a direct bearing on the

morale of fellow naval personnel.

Know your job, your equipment, and what is

expected of you. By doing so, you will make a positive

contribution to the Navy and the personnel you serve.
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igure 13-17.
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APPENDIX I

GLOSSARY OF TERMS AND ACRONYMS

ACIP–Aviation career incentive pay.

ADBA–Associate data base administrator.

ADP–Automated data processing.

ADT–Active duty training.

ADV HOUS–Advance housing allowance.

ADV PAY–Advance pay.

ADV PAY ALW–Advance of pay and allowances.

ADV RATS LV–Advance leave rations

AOCS–Aviation officer candidate school.

AOL–Absence over leave.

AOS–Additional obligated service.

APOD–Appropriate port of debarkation.

APOE–Appropriate port of embarkation.

ASP–Additional special pay.

AT–Annual training.

ATM–Automated teller machine.

AUTODIN–Automated digital network.

AWOL–Absence without leave.

BAQ–Basic allowance for quarters.

BAS–Basic allowance for subsistence.

BAS PROTD–Prorated basic allowance for subsist-
ence.

BAS SUPPLTL–Supplemental basic allowance for
subsistence.

BCP–Board certified pay.

BEQ–Bachelor enlisted quarters

BOP–Balance of payment.

BOQ–Bachelor officers quarters.

BR–Breakfast.

BUMED–Bureau of Medicine and Surgery.

BUPERS–Bureau of Naval Personnel.

CAC–Civilian clothing allowance.

CACO–Casualty assistance calls officer.

CASI–Special initial clothing allowance.

CDO–Central disbursing officer.

CFC–Combined Federal Campaign.

CHNAVPERS–Chief of Naval Personnel.

CNO–Chief of Naval Operations.

CNRF–Commander, Naval Reserve Force.

CO–Commanding officer.

COLA–Cost of living allowance.

COMNAVAIRLANT–Commander, Naval Air Force,
Atlantic Fleet.

COMNAVRESFOR–Commander, Naval Reserve
Forces.

COMPGEN–Comptroller General of the United States.

CONSUB–Continuous submarine duty pay.

CONTR CNCLTN PAY–Contract cancellation pay.

CONUS–Continental United States (the 48 contiguous
states and the District of Columbia).

CRA–Clothing replacement allowances.

CRAB-Basic clothing replacement allowance.

CRAS–Standard clothing replacement allowance.

CRASP–Special clothing replacement allowance.

CSP–Career sea pay.

CTI–Cryptologic Technician (interpretive)

CV–Collection voucher.

DBLTY SVRNC PAY–Disability severance pay.

DCN–Document control number.

DDP–Dependent Dental Plan.

DDS–Direct Deposit System.

DELREP–Delay in reporting.

DEMO–Demolition duty pay.

DFAS–Defense Finance and Accounting Service.

DI–Dinner.
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DIFCREW–Enlisted flight orders (duty involving
flying, crew member.)

DIFTECH–Temporary flight orders issued to officers.

DIFTEM–Enlisted flight orders (duty involving flying,
temporary noncrew member.)

DISCH GRAT–Discharge gratuity.

DK–Disbursing clerk.

DLA–Dislocation allowance.

DO–Disbursing officer.

DOD-Department of Defense.

DODPM–Department of Defense Military Pay and
Allowances Entitlements Manual.

DOV–Disbursing officer voucher.

DSSN–Disbursing station symbol number.

DTG–Date-time-group.

DVNG PAY–Diving duty pay.

EAOS–Expiration of active obligated service.

EB–Enlistment bonus.

ECCO–Error correction and control on-line system

ECN–Event control number.

EFT–Electronic funds transfer.

EIC–Earned income credit.

EIN–Employer identification number.

ENLTRANSMAN–Enlisted Transfer Manual.

EOM–End-of-month.

EXOS BONUS–Overseas extension bonus.

FAADC–Fleet accounting and disbursing center.

FAADCLANT–Fleet Accounting and Disbursing
Center, Atlantic Fleet.

FAADCPAC–Fleet Accounting and Disbursing Center,
Pacific Fleet.

FAN–Functional account number.

FDHDP–Flight deck hazardous duty pay.

FHA–Federal Housing Administration.

FICA–Federal Insurance Contributions Act.

FIPC–Financial information processing center.

FITW–Federal income tax withholding.

FLPP–Foreign language proficiency pay.

FLT DECK–Flight deck hazardous duty pay.

FLY PAY–Flying duty pay.

FORN PAY–Foreign duty pay.

FRB–Federal Reserve bank.

FSA–Family separation allowance.

FSA FORNAL–Family separation allowance for duty
in a foreign country or Alaska.

FSA RESTR–Family separation allowance in a
restricted area.

FSA SHIP–Family separation allowance for duty
aboard ship away from the ship’s home port.

FSA TMPRY–Family separation allowance for
temporary duty (TAD or TDY).

FY–Fiscal year.

GAO–General Accounting Office.

GCM–General court-martial.

GSS–Geographically separated site.

GTR–Government transportation request.

H&C–Health and comfort.

HALO–High altitude low opening duty pay.

HDIP–Hazardous duty incentive pay.

HFP–Hostile fire pay.

HHG–Household goods.

HI–Hospital insurance.

HPPED–Professional pay entry date.

IDP–Imminent danger pay.

IHCA–In the hands of civil authorities.

INCONUS–Inside the continental United States.

IRS–Internal Revenue Service.

ISP–Incentive special pay.

JFTR– Joint Federal Travel Regulations.

JUMPS–Joint Uniform Military Pay System.

LES–Leave and earnings statement.

LSL–Lump-sum leave.

LU–Lunch.

LV–Leave.

M&IE–Meals and incidental expenses.
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MALT–Mileage in lieu of transportation.

MGIB–Montgomery GI Bill.

MIHA–Move-in housing allowance.

MILPERSMAN– Naval Military Personnel Manual.

MMPA–Master military pay account.

MPA–Militay pay advisory.

MPN–Military Pay, Navy.

MSS–Military Selective Service.

NAVCOMPT–Comptroller of the Navy.

NAVCOMPTMAN– Navy Comptroller Manual.

NAVSUP–Naval Supply Systems Command.

NCR–National Cash Register.

NEC–Navy Enlisted Classification code.

NJP–Nonjudicial punishment.

NRA–Nonresident alien.

NRFC–Navy Regional Finance Center.

NRS–Navy Relief Society.

NSF–Navy Stock Fund.

NSLI–National Service Life Insurance.

NTI– U.S. Navy Travel Instructions.

OCR–Optical character recognition.

OCS–Officer candidate school.

OHA–Overseas housing allowance.

OIC–Officer in charge.

OMB–Office of Management and Budget.

OPED–Other pay entry date.

OPSUB–Operational submarine duty pay.

OPTAR–Operating target.

OT–Outstanding transaction.

OTD– Official Table of Distances.

OUTCONUS–Outside the continental United States.

PAA–Pay adjustment authorization.

PARA–Parachute duty pay.

PASS–Pay/Personnel Administrative Support System.

PAYPERSMAN– Navy Pay and Personnel Procedures
Manual.

PCS–Permanent change of station.

PDS–Permanent duty station.

PEBD–Pay entry base date.

PFR–Personal financial record.

PMA–Personal money allowance.

PN–Personnelman.

POC–Privately owned conveyance.

POV–Privately owned vehicle.

PRA–Pay record access.

PRD–Projected rotation date.

PRECOM–Precomnissioning.

PSA–Personnel support activity.

PSD–Personnel support activity detachment.

PT–Proceed time.

PTM– Navy Passenger Transportation Manual.

PV–Public voucher.

R&R–Rest and recuperative.

RATS LV–Leave rations.

RATS PROCD– Proceed time rations.

RATS SEP–Separate rations.

READJMT PAY–Readjustment pay.

RESPON PAY–Responsibility pay.

RPN–Reserve Pay, Navy.

RRB–Regular reenlistment bonus.

RTL–Transmittal log report.

RTN–Routing transmittal number.

SBP–Survivor Benefit Plan.

SC–State code.

SCORE–Selective Conversion and Reenlistment
Program.

SDAP–Special duty assignment pay.

SDN–Standard document number.

SDS–Source Data System.

SDSPROMAN– Source Data System Procedures
Manual.

SECNAV–Secretary of the Navy.

SEP PAY–Separation pay.
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SGLI–Servicemen’s Group Life Insurance.

SITW–State income tax withholding.

SKMC–Sickness due to misconduct.

SM–Site manager.

SOPA–Senior officer present afloat.

SPA–Shore patrol advance.

SPO–Split pay option.

SRB–Selective reenlistment bonus.

SSED–Submarine service entry date.

SSN–Social security number.

SSPN–Ship’s Stores Profits, Navy.

STRESS–Experimental stress duty pay.

SU/ME–Standard utility/maintenance expense.

SUBPAY–Submarine duty incentive pay.

SVRNC PAY-Severance pay.

TA–Travel advance.

TAD–Temporary additional duty.

TASO–Terminal area security officer.

TDRL–Temporary Disability Retired List.

TDY–Temporary duty.

TEMACDU-Temporary active duty.

TEMDU–Temporary duty.

TEMDUINS–Temporary duty under instruction.

TLA–Temporary lodging allowance.

TLE–Temporary lodging expense.

T.O.–Terminal operator.

TOSS–Total operational submarine service.

TPA–Temporary pay account.

TT–travel time.

TTC–Transaction type code.

UA–Unauthorized absence.

UAS–User assistance section.

UCMJ– Uniform Code of Military Justice.

UIC–Unit identification code.

UMIDS–Uniform Microcomputer Disbursing System.

VHA–Variable housing allowance.

VSP–Variable special pay.

YN–Yeoman.
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A

Accelerated payment of SRB installment, 3-7

Accounting classification code, 9-4

appropriation, 9-5

authorization accounting activity, 9-6

bureau control number, 9-6

cost code, 9-7

object class, 9-6

property accounting activity, 9-7

suballotment, 9-6

subhead 9-6

transaction type, 9-7

Accounting data on orders, 10-6

Accounting period, 13-1

ACDUTRA Money List, 8-20

ACDUTRA Pay Voucher, 8-14

Additional special pay, 3-8

Administrative certificate, 11-2

Advance dependent allotment, 3-25

Advance housing allowance, 3-24

Advance leave rations, 3-25

Advance pay and allowances, 3-24

Advance pay on PCS, 3-22

computation and payment, 3-23

repayment, 3-24

restrictions, 3-24

Advance payment of SRB installment, 3-7

Advance payments, 3-21

ADV HOUS, 3-24

ADVPAY, 3-22

ADV PAY ALW, 3-24

advance dependent allotment, 3-25

advance leave rations, 3-25

Advance payments–Continued

advance to dependents during emergency
evacuation, 3-25

Advance separation and retirement travel allowances,
10-17

Advance to dependents during emergency evacuation,
3-25

collection, 3-26

documentation, 3-25

waiver of collection, 3-26

Agent cashier, 13-19

Alarm systems, 2-16

Alimony, 4-34

Allotment classes, 4-3

B allotments, 4-7

C allotments, 4-9

D allotments, 4-4

H allotments, 4-5

I allotments, 4-7

L allotments, 4-5

M allotments, 4-7

N allotments, 4-7

R allotments, 4-4

S allotments, 4-5

T allotments, 4-5

U allotments, 4-5

Allotment DDS, 4-12

Allotment terms and responsibility, 4-1

Allotments, 4-1

allotment action request, 4-9

allotment authorization, 4-9

allotment DDS, 4-12

authorized users, 4-2

charity drive, 4-9

deadline dates, 4-3
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Allotments-Continued

designation of allottee, 4-2

documents, 4-9

duration, 4-2

insurance premiums, 4-7

loans, indebtedness, and annuities, 4-5

maximum amount, 4-2

message stops, 4-12

month of first and last deductions, 4-2

reason code numbers, 4-9

regulations, 4-1

restrictions, 4-2

savings bonds, 4-7

support and savings, 4-4

Allottee, 4-1

Allotter, 4-1

Allowances, 3-12

BAQ, 3-13

BAS, 3-12

clothing allowances, 3-20

FSA, 3-20

overseas station allowances, 3-15

personal money allowance, 3-21

VHA, 2-15

Altered dealers’ bills, 11-8

Annual appropriations, 9-2

Annual training/active duty training, 8-4

30 days or more, 8-4

end of quarter payday, 8-10

interim or partial payment, 8-18

less than 30 days, 8-14

Appropriated funds, 5-1

Appropriation symbols, 9-3

Appropriation titles, 9-3

Appropriations, 9-2

expenditures, 9-2

fiscal year, 9-2

identification and structure, 9-3

status, 9-3

types, 9-2

Appropriations of other government agencies, 5-1

Associate data base administrate, 5-7

Associate disbursing officer, 2-5

Audits and examinations, 2-5

Authority for Disbursement, 5-1

appropriated funds, 5-1

appropriations of other government agencies, 5-1

certifying officer, 5-2

legality and propriety, 5-1

questionable payments, 5-2

supporting documents, 5-2

Authorization accounting activity, 9-6

Automated inputs, 5-5

Automated payroll processing, 7-14

SDS payroll, 7-15

split pay option, 7-15

UMIDS payroll, 7-14

verification process, 7-15

Automated teller machine (ATM) at sea, 7-14

Aviation career incentive pay (ACIP), 3-10

B

B allotments, 4-7

BAQ codes for VHA, 3-15

BAQ-difference, 3-15

Basic allowance for quarters, 3-13

BAQ-difference, 3-15

dependency determinations, 3-14

government quarters assignment, 3-14

member with dependents, 3-13

member without dependents, 3-13
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Basic allowance for quarters-Continued

Partial BAQ, 3-14

Basic allowance for subsistence, 3-12

enlisted BAS under emergency conditions, 3-13

enlisted subsistence allowances, 3-12

leave rations, 3-13

officer’s BAS, 3-12

proceed rations, 3-13

prorated BAS, 3-12

rates payable and procedures, 3-13

separate rations, 3-12

supplemental BAS, 3-13

Basic pay, 3-1

Board certified pay, 3-8

Bond plan codes, 4-9

Bounced check, 12-10

Broken service SRB, 3-7

Bureau control number, 9-6

Bureau of Naval Personnel, 2-6

C

C allotments, 4-9

Calculators, 2-16

Canadian dealers’ invoices, 11-6

Canceled checks, 7-12

Career sea pay, 3-4

cumulative sea duty time for CSP, 3-4

Cash collection on MMPA overpayment, 12-4

Cash deposit to liquidate advance payment, 12-5

Cash payday procedures, 7-7

Cashbook, 13-1

Casualty report, 7-25

Category A ship, 3-4

Category B ship, 3-4

CDO Review, 2-5

Central disbursing officer, 2-5

Central payments, 7-19

Certificate of destruction of voided checks, 7-12

deceased members, 7-24

Direct Deposit System (DDS), 7-19

members in missing status, 7-24

mental incompetents, 7-24

Certifying officer, 4-1

Change transmittal, 2-15

Charges between Navy appropriations, 11-12

Charity drive, 4-9

Check cashing privileges, 12-10

Check issues record and disposition, 7-12

Check/LES/DDS advisory distribution, 7-11

Check payday procedures, 7-10

Check preparation, 7-10

Check-signing machines, 2-17

Checking account returns, 13-9

assembly and submission, 13-11

list of spoiled checks, 13-11

Month End Check Issue Summary, 13-10

retained records, 13-12

Checks, 7-12

canceled checks, 7-12

check issues record and disposition, 7-12

control check, 7-12

lost check claims, 7-13

spoiled checks, 7-12

successor checks, 7-13

undelivered checks, 7-12

voided checks, 7-12

Child support, 4-34

Chronic overpaid listing report, 6-10

Civilian clothing monetary allowances, 3-20

Clothing replacement allowances, 3-21

Collection agents, 12-1

Collection documents, 13-5

Collection voucher numbers, 12-1
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Collection vouchers, 12-1 D

accounting data, 12-1

certification, 12-2

country code, 12-2

distribution, 12-8

numbers, 12-1

purpose, 12-2

recording, 12-11

remitter, 12-2

required data, 12-1

substantiating documents, 12-8

types, 12-2

Collection vouchers file, 2-15

Collections recording, 12-11

Combat zone exclusion, 4-15

Command-sponsored dependents, 3-16

Commanding officer, 4-2

Commercial air transportation travel, 10-5

Commercial surface travel, 10-5

Common carrier, 10-8

Comptroller General of the United States, 2-6

Computers, 2-17

Continuing appropriations, 9-3

Continuous submarine duty incentive pay, 3-11

Contract cancellation pay, 7-27

Control check, 7-12

Corrected dealers’ bills, 11-8

Correction of BUPERS data elements, 6-7

Correspondence files, 2-14

Cost code, 9-7

Cost of living allowance, 3-16

Country code, 11-4

Court-martial sentences, 4-22

CSP premium, 3-5

Current appropriation, 9-3

CV log, 12-1

D allotments, 4-4

Daily transmittals, 5-3

Data base, 5-6

DDS advisory to home address, 7-21

DDS intercept procedures, 7-23

Dealers’ bills, 11-6

Death gratuity, 7-24

Deceased members, 7-24

Defective invoices, 11-10

Delinquent FITW, 4-16

Delivery and pickup of privately owned vehicle (POV)
to and from designated ports, 10-10

Demolition pay, 3-11

Dental Corps officers special pays, 3-8

Department of Defense Appropriation Act, 9-1

Department of the Treasury, 2-6

Dependency determinations, 3-14

Dependent, 3-14

Dependent dental plan, 4-35

Dependent’s travel, 10-18

Deposit Ticket, 12-8

Deposits, 12-8

Deposit Ticket, 12-8

endorsement of payments, 12-8

frequency, 12-8

verification tapes, 12-10

Deputy disbursing officer, 13-19

DFAS - Cleveland Center, 2-5

DIFCREW orders, 3-10

DIFDEN, 3-10

DIFOPS, 3-10

DIFTECH orders, 3-10

DIFTEM orders, 3-10

Direct collections, 12-1

Direct Deposit System (DDS), 7-19
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Direct Deposit System (DDS)–Continued

DDS advisory to home address, 7-21

DDS intercept procedures, 7-23

no surprise DDS, 7-21

start procedures, 7-21

stop procedures, 7-21

Disability severance pay, 7-27

Disbursing duty commencement, 13-19

Disbursing office, 2-1

afloat, 2-1

appearance, 2-7

ashore, 2-3

correspondence, 2-9

equipment, 2-16

functions, 2-1

physical layout, 2-7

relationship to other government and Navy
agencies, 2-6

safety, 2-8

security, 2-8

supplies, 2-7

Disbursing officer voucher (DOV) number, 11-2

Disbursing officers, 13-16

Disbursing records files, 2-15

Discharge gratuity, 7-27

Discount period, 11-10

Discounts, 11-10

Dishonored checks, 12-10

Dislocation allowance, 10-19

Diving duty pay, 3-7

Document control clerk 5-3

Document control number (DCN), 5-7

Duplicate payments, 11-11

E

Earned income credit, 4-17

Effective date of orders, 10-4

Elapsed time, 10-4

Electronic funds transfer, 7-19

Employer identification number, 8-12

Endorsement, 2-9

Endorsement on orders, 10-32

Enlisted BAS, 3-12

Enlisted BAS under emergency conditions, 3-13

Enlisted clothing allowances, 3-20

civilian clothing monetary allowance, 3-20

clothing replacement allowances, 3-21

special initial clothing allowance, 3-21

Enlisted flight orders, 3-10

DIFCREW orders, 3-10

DIFTEM orders, 3-10

Enlisted subsistence allowances, 3-12

Enlistment bonus, 3-5

Error correction and control on-line (ECCO) system,
5-7

Essential unit messing, 10-13

Event control number (ECN), 5-7

Excess leave, 4-23

Expenditure category code, 9-9

Experimental stress pay, 3-12

Expired appropriation, 9-3

Extended active duty, 8-1

F

Family separation allowance, 3-20

FSA-Type I, 3-20

FSA-Type II, 3-20

Federal income tax withholding, 4-13

combat zone exclusion, 4-15

delinquent FITW, 4-16

military pay subject to FITW, 4-13

monthly withholding rate, 4-13

one-time withholding at 20 percent, 4-14

requirements for withholding, 4-13
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Federal Insurance Contribution Act, 4-17

maximum FICA tax, 4-19

social security number, 4-18

wages subject to FICA tax, 4-19

Files and records, 2-12

Financial returns, 13-1

accounting period, 13-1

assembly and transmittal, 13-7

cashbook, 13-1

collection documents, 13-5

manner of shipment, 13-9

payment documents, 13-5

retained records, 13-9

schedule of deposit activity, 13-4

statement of accountability, 13-2

time of submission, 13-1

totaling and balancing, 13-7

Financial returns documents, 13-7

Financial returns transmittal, 13-7

Fines, 4-23

Fiscal quarters, 9-2

Fiscal year, 9-2

Flat per diem, 10-9

Fleet accounting and disbursing centers (FAADCs), 2-6

Fleet Reserve/retirement documents, 5-8

Flight deck duty pay, 3-11

Flying duty pay, 3-10

Follow-up action, 6-10

Foreign currency exchange rate, 11-4

Foreign currency report, 13-14

Foreign duty pay, 3-8

Foreign language proficiency pay, 3-9

Forfeitures, 4-23

Forms, listing of

Advance Pay
3-22

Certification/Authorization form,

INDEX-6

Forms, listing of-Continued

DD Form 1149, Requisition and Invoice/Shipping
Document, 12-6

DD Form 1155, Orders for Supplies or Services, 11-6

DD Form 1337, Authorization/Designation for
Emergency Pay and Allowances, 3-25

DD Form 1351, Travel Voucher, 10-24

DD Form 1351-2, Travel Voucher or Subvoucher,
10-26

DD Form 1351-4, Voucher Claim for Dependent
Travel and Dislocation or Trailer Allowance,
10-19

DD Form 1351-6, Multiple Travel Payments List,
10-35

DD Form 139, Pay Adjustment Authorization, 4-32,
12-6

DD Form 2058, State of Legal Residence
Certificate, 4-17

DD Form 2367, Individual Overseas Housing
Allowance (OHA) Report, 3-17

DD Form 250, Material Inspection and Receiving
Report, 11-11

DD Form 2556, Move-in Housing Allowance
Claim Form, 3-19

DD Form 504, Request and Receipt for Health and
Comfort Supplies, 7-17

GAO Form 1100, Notice of Exception, 2-6

IRS Form W-2, Wage and Tax Statement, 4-19

IRS Form W-4, Employee’s Withholding
Allowance Certificate, 4-13

IRS Form W-5, Earned Income Credit Advance
Payment Certificate, 4-17

NAVCOMPT Form 2035, Summary of Accounting
Data, 11-4

NAVCOMPT Form 2120, ACDUTRA Pay
Voucher, 8-14

NAVCOMPT Form 2183, Financial Returns
Transmittal, 13-7

NAVCOMPT Form 2188, Foreign Currency
Report, 13-14

NAVCOMPT Form 2261, ACDUTRA Money List,
8-20



Forms, listing of-Continued

NAVCOMPT Form 2268, JUMPS Information
Request, 6-10

NAVCOMPT Form 2272, Navy Retired/Retainer
Pay Data Form, 5-8

NAVCOMPT Form 2273, Allotment Action
Request, 4-9

N A V C O M P T  F o r m  2 2 7 7 ,  V o u c h e r  f o r
Disbursement and/or Collection, 11-11

NAVCOMPT Form 2285, Leave and Earnings
Statement, 6-1

NAVCOMPT Form 245, Cashbook, 13-1

NAVCOMPT Form 3051, Transmittal Letter, 5-3

NAVCOMPT Form 3052, Employees Withholding
Exemption Listing, 4-13

NAVCOMPT Form 3053, Allotment Authorization,
4-9

NAVCOMPT Form 3055, Military Pay Voucher, 7-9

NAVCOMPT Form 3056, Military Payroll Money
List, 7-7

NAVCOMPT Form 3067, Detaching (Departing)
Endorsement to Orders, 6-15

NAVCOMPT Form 3068, Reporting (Arrival)
Endorsement to Orders, 6-15

NAVCOMPT Form 3071, Personal Financial
Record, 6-11

NAVCOMPT Form 3071A, Miscellaneous
Memoranda Record, 6-11

N A V C O M P T  F o r m  3 0 7 1 B , Temporary
Account/Worksheet, 6-17

NAVCOMPT Form 3073, Direct Deposit Election, 7-21

NAVCOMPT Form 379, Balance Sheet, 13-1

NAVCOMPT Form 442, Discount Label, 11-10

NAVPERS 1070/602, Dependency Application/
Record of Emergency Data, 3-14

NAVPERS 7220/7, Waiver/Remission Application,
4-27

NAVPERS 7220/8, Financial Statement - Remis-
sion of Indebtedness, 4-27

NAVSUP Form 1357, Ration and Sales Report, 12-6

NAVSUP Form 28/28A, Clothing Requisition
Receipt, 7-17

Forms, listing of-Continued

Standard Form 1080, Voucher for Transfers
Between Appropriations and/or Funds, 11-12

Standard Form 1098, Schedule of Canceled or
Undelivered Checks, 12-2

Standard Form 1129, Cashier Reimbursement
Voucher and/or Accountability Report, 11-14

Standard Form 1164, Claim for Reimbursement for
Expenditures on Official Business, 10-33

Standard Form 1179, Month End Check Issue
Summary, 13-10

Standard Form 1184, Unavailable Check
Cancellation, 7-14

Standard Form 1199A, Direct Deposit Sign-Up
Form, 4-13

Standard Form 1219, Statement of Accountability,
13-2

Standard Form 135, Records Transmittal and
Receipt, 13-19

Standard Form 215, Deposit Ticket, 12-8

Standard Form 5515, Debit Voucher, 12-10

TFS Form 3510, Magnetic Tape Control Record,
13-11

VHA Certificate, 3-15

FSA–Type I, 3-20

FSA–Type II, 3-20

Functional account numbers, 9-7

Funds, 9-3

G

Garnishment, 4-34

General Accounting Office, 2-6

Government conveyance travel, 10-5

Government quarters assignment, 3-14

Government transportation request (GTR), 10-8

Group travel, 10-1

H

H allotments, 4-5
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Hazardous duty incentive pay, 3-9

aviation career incentive pay (ACIP), 3-10

demolition pay, 3-11

exception reporting, 3-12

experimental stress pay, 3-12

flight deck duty pay, 3-11

flying duty pay, 3-10

high altitude low opening pay, 3-11

parachute duty pay, 3-11

submarine duty pay, 3-10

Health and comfort items and uniform issues, 7-17

Health professional pay entry date, 3-7

Help screens, 5-6

High altitude low opening pay, 3-11

Hostile fire pay, 3-8

I

I allotments, 4-7

Imminent danger pay, 3-8

Imprest fund, 11-14

Imprest fund cashier, 11-14

Incentive special pay, 3-8

Indebtedness, 4-24

collection procedures, 4-26

notification, 4-24

repayment options, 4-26

waiver/remission of indebtedness, 4-26

Indirect collections, 12-1

Input documents, 5-2

automated inputs, 5-5

Fleet Reserve/retirement documents, 5-8

optical character recognition documents,

privacy, 5-10

security, 5-10

Instructions and notices files, 2-15

Insurance premiums, 4-7

Interim or partial payment, 8-18

5-2

Internal audit, 2-5

International balance of payments, 9-9

J

Joint Uniform Military Pay System (JUMPS), 5-2

Field Performance report, 5-5

Information Request, 6-10

Payment resolution listing, 7-19

L

L allotments, 4-5

Lapsed appropriation, 9-3

Leave, 10-4

Leave and earnings statement (LES), 6-1

distribution, 6-1

LES disposition, 6-8

LES entries, 6-1

LES reconciliation, 6-7

Leave, proceed time, and travel time computation, 10-6

Leave rations, 3-13

Legal residence, 4-17

LES disposition, 6-8

LES entries, 6-1

field use only section, 6-6

ID section, 6-3

pay computations and remarks section, 6-3

personnel and pay information section, 6-5

LES for prospective gains, 6-8

LES not received, 6-8

LES reconciliation, 6-7

comparison of entitlements, deductions, and LES
notations, 6-6-7

correction of BUPERS data elements, 6-7

monthly reconciliation, 6-7

reconciliation of payments and amounts, 6-7

LES supplemental payment policy, 7-1

payment category 1, 7-1
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LES supplemental payment policy-Continued

payment category 2, 7-3

payment category 3, 7-3

payment category 4, 7-3

payment category 5, 7-3

payment category 6, 7-3

Letter of introduction, 13-19

Letter of notification of indebtedness, 4-24

Letters of appointment, 13-19

List of spoiled checks, 13-11

Lodging expenses, 10-12

Lodgings-plus system, 10-12

Loss or damage of government property, 12-6

Losses of pay and allowances, 4-20

court-martial sentences, 4-22

excess leave, 4-23

nonjudicial punishment, 4-22

unauthorized absence, 4-21

Lost check claims, 7-13

Lost discount, 11-10

Lump-sum leave payment, 7-25

M

M allotments, 4-7

MALT PLUS, 10-8

Manual payday, 7-6

cash payday procedures, 7-7

check payday procedures, 7-10

NAVCOMIT Form 3056, Military Payroll Money
List, 7-7

Master military pay account (MMPA), 7-1

Maximum FICA tax, 4-19

Meals and incidental expenses, 10-12

Medical Corps officers special pays, 3-7

additional special pay, 3-8

board certified pay, 3-8

health professional pay entry date, 3-7

Medical Corps officers special pays-Continued

incentive special pay, 3-8

variable special pay, 3-7

Members in missing status, 7-24

Mental incompetents, 7-24

Message report of statement of accountability and
disbursements and collections, 13-13

Messages, 2-11

Microcomputer Claims Processing System (MCPS),
8-1

MIHA/miscellaneous, 3-18

MIHA/rent, 3-18

MIHA/security, 3-18

Mileage allowance in lieu of transportation (MALT),
10-8

Military pay advisory (MPA) message file, 2-15

Military pay subject to FITW, 4-13

Military payrolls, 13-7

Military travel advisory (MTA) message file, 2-16

Miscellaneous deductions, 4-31

Miscellaneous expenses, 10-8

Mixed invoices, 11-9

Mixed mode of transportation, 10-5

MMP A Access, 6-10

Money list entries, 7-7

Montgomery GI Bill, 4-35

Month End Check Issue Summary, 13-10

Monthly reconciliation, 6-7

Monthly SITW rate, 4-17

Move-in housing allowance, 3-18

Multiple-year appropriations, 9-3

N

N allotments, 4-7

Naval retirement home, 4-35

Naval Reserves, 8-1

Naval Supply Systems Command, 9-2
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NAVGRAM, 2-11

Navy payroll numbers, 7-4

No surprise DDS, 7-21

No-year appropriations, 9-3

Nonjudicial punishment, 4-22

Nonpay status, 4-22

Nonresident alien (NRA), 4-15

bonus installment payments, 4-15

certificate, 4-15

naturalization, 4-15

residence establishment, 4-15

tax liability, 4-15

Nontravel status, 10-33

Notice, 2-15

NRA certificate, 4-15

Nuclear career accession bonus, 3-9

Nuclear career annual incentive bonus, 3-9

Nuclear officer accession bonus, 3-9

Nuclear officer continuation pay, 3-9

O

Object class, 9-6

OCR forms, 5-2

correction procedures, 5-3

daily transmittals, 5-3

JUMPS field performance report, 5-5

preparation and audit, 5-2

timeliness and accuracy, 5-3

weekly transmittal report, 5-4

Office correspondence, 2-9

Office equipment, 2-1

alarm systems, 2-16

calculators, 2-16

care and maintenance, 2-18

check-signing machine, 2-17

computers, 2-17

safes, 2-16

Office equipment-Continued

typewriters, 2-17

Office of Management and Budget (OMB), 13-15

Office safety, 2-8

Office security, 2-8

Office supplies, 2-7

Officer BAS, 3-12

Officer flight orders, 3-10

DIFDEN, 3-10

DIFOPS, 3-10

DIFTECH orders, 3-10

Officer uniform allowances, 3-21

On-site audit, 2-6

One-time pay checkage, 10-31

One-time withholding at 4 percent, 4-17

One-time withholding at 20 percent, 4-14

Operating budget, 9-2

Operating target (OPTAR), 9-2

Operational submarine duty incentive pay, 3-11

Optical character recognition documents, 5-2

Order-issuing activity, 10-6

Original receipts, 10-25

Other services payroll numbers, 7-4

Overseas extension bonus, 3-8

Overseas housing allowance, 3-17

Overseas station allowances, 3-15

COLA, 3-16

command-sponsored dependents, 3-16

MIHA, 3-18

OHA, 3-17

TLA, 3-19

P

Parachute duty pay, 3-11

Partial BAQ, 3-14

Pay account files, 2-15

Pay Adjustment Authorization, 4-31, 12-6
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Pay computation cutoff dates, 7-21

Pay entry base date (PEBD), 3-2

adjustment, 3-3

commencement date, 3-4

computation, 3-3

establishment and computation, 3-3

Pay/Personnel Administrative Support System (PASS),
2-5

Pay record index cards, 6-17

Payday schedule, 7-1

Payee’s name and address, 11-2

Payment categories, 7-1

Payment documents, 13-5

Payment due dates, 11-8

Payment procedures, 7-1

basis for payment, 7-1

LES supplemental payment policy, 7-1

payday schedule, 7-1

payroll numbers, 7-3

Payment to other government departments or agencies,
11-14

Payroll number prefixes, 7-16

Payroll numbers, 7-3

Payroll preparation and distribution, 7-9

PCS MALT, 10-9

PCS orders involving ships, staff, or mobile units away
from their home port, 10-11

PCS to, from, or between outside CONUS, 10-10

PCS travel allowances, 10-8

delivery and pickup of privately owned vehicle
(POV) to and from designated ports, 10-10

miscellaneous expenses, 10-8

PCS orders involving ships, staff, or mobile units
away from their home port, 10-11

PCS to, from, or between outside CONUS, 10-10

TDY en route, 10-11

transportation in kind or GTR, 10-10

travel by common carrier, 10-10

PCS travel allowances-Continued

travel by mixed modes, 10-10

travel by POC, 10-9

Per diem, 10-8

Per diem under the lodgings-plus system, 10-12

Permanent change of station (PCS) orders, 10-1

Personal Financial Record (PFR), 6-11

left side contents, 6-11

PFR custody, 6-14

PFR disposition, 6-19

PFR filing and security, 6-14

right side contents, 6-11

Personal money allowance, 3-21

Personnel office, 2-3

Personnel support activity (PSA), 2-5

Personnel support activity detachment (PSD), 2-1

organization, 2-3

PFR custody, 6-14

PFR disposition, 6-19

PFR filing and security, 6-14

Port of debarkation, 10-10

Port of embarkation, 10-10

Power of attorney, 4-2

PRA personnel, 6-15

Privacy Act, 2-17

Privately owned conveyance travel, 10-5

Problem accounts, 6-8

correction, 6-8

follow-up action, 6-10

Proceed rations, 3-13

Proceed time, 10-4

Prompt Payment Act, 11-8

Prompt Payment Act report, 13-15

Property accounting activity, 9-7

Prorated BAS, 3-12

Public voucher payment, 11-4
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Public voucher payment–Continued

continental United States and Hawaii, 11-6

discounts, 11-10

duplicate payments, 11-11

method of payment, 11-11

outside the United States, 11-6

payment due dates, 11-8

payment to other government departments or
agencies, 11-14

substantiating documents, 11-6

verification before payment, 11-6

Public vouchers, 11-1

accounting data, 11-4

activity responsible for preparation and payment,
11-1

activity responsible not specified in contract or
order, 11-1

administrative certificate, 11-2

corrections of amount extensions, 11-4

country code, 11-4

disbursing officer voucher (DOV) number, 11-2

distribution 11-14

foreign currency exchange rate, 11-4

nature and purpose, 11-1

other payment data, 11-4

payee’s name and address, 11-2

preparation procedures, 11-2

purpose of payment, 11-2

special distribution, 11-16

supporting documents, 11-14

types, 11-11

Public vouchers file, 2-15

Publications, listing of

ATM at Sea User Documentation Manual, 7-15

Department of the Navy Correspondence Manual,
2-9

DODPM, 2-19

Publications, listing of–Continued

Enlisted Transfer Manual, 10-4

JFTR, 2-19

Naval Military Personnel Manual, 10-5

NAVCOMPT Manual, volume 2, 9-2

NAVCOMPT Manual, volume 2, chapter 5, for
UICs, 9-8

NAVCOMPT Manual, volume 4, 13-4

Navy and Marine Corps Records Disposition
Manual, 13-19

NTI, 2-20

Official Table of Distances (OTD), 2-20

PAYPERSMAN, 2-19

SDSPROMAN, 2-19

Telecommunications Users Manual, NTP3, 2-11

UMIDS Users Manual, 5-6

PV log, 11-2

Q

Questionable payments, 5-2

R

R allotments, 4-4

Ranks and grades, 3-1

Ration, 3-12

Ration and Sales Report, 12-6

Rations commuted to private mess, 11-11

Readjustment pay, 7-25

Reason code numbers, 4-9

Recoupment certificate, 4-24

Recoupment of bonuses and special continuation pay,
4-23

Reduction in grade, 4-23

Reenlistment zones, 3-5

Regular payments, 7-4

automated payroll processing, 7-14

computation, 7-4

manual payday, 7-6
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Regular reenlistment bonus, 3-5

Regulatory and procedural publications, 2-18

Reimbursement voucher, 11-14

Remaining amount payment of SRB installments, 3-7

Remitter, 12-2

Reports and returns, 13-1

Reports and returns files, 2-15

Requisition and Invoice/Shipping Document, 12-6

Responsibility pay, 3-9

Retained disbursing records, 13-19

Retained transmittal files, 5-10

Retained transmittal log (RTL) report, 5-10

Retirement travel, 10-15

Revolving fund, 9-4

Rules governing UA, 4-22

S

S allotments, 4-5

Safekeeping deposits, 13-16

Safekeeping of savings bonds, 4-9

Safes, 2-16

Savings bonds, 4-7

Savings bonds deduction amounts, 4-7

Schedule of canceled checks, 12-2

Schedule of Deposit Activity, 13-4

SDS payroll, 7-15

SDS query capability, 5-7

SDS Supervisor, 5-7

Selective reenlistment bonus, 3-5

accelerated payment, 3-7

advance payment, 3-7

amount of payment, 3-6

broken service SRB, 3-7

method of payment, 3-7

reenlistment zones, 3-5

Separate rations, 3-12

Separation pay, 7-25

Separation payments, 7-25

advance information, 7-25

contract cancellation pay, 7-27

disability severance pay, 7-27

discharge gratuity, 7-27

lump-sum leave payment, 7-25

payment procedures, 7-27

readjustment pay, 7-25

separation pay, 7-25

severance pay, 7-27

Separation travel, 10-15

Service creditable, 3-2

Servicemen’s Group Life Insurance, 4-20

coverage and deductions, 4-20

Severance pay, 7-27

Shore patrol allowances, 10-33

advance payment, 10-34

computation, 10-33

Shore patrol claims, 10-35

Signature plate, 2-18

Site manager, 5-7

Social security number, 4-18

Source code, 9-9

Source Data System (SDS), 5-6

operating concepts, 5-6

organization and structures, 5-7

overview, 5-6

transmission procedures, 5-7

Special duty assignment pay, 3-5

Special initial clothing allowance, 3-21

Special pay for nuclear-qualified officers, 3-9

Special payments, 7-16

Special pays, 3-4

career sea pay, 3-4

CSP premium, 3-4

Dental Corps officers special pays, 3-8
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Special pays-Continued

diving duty pay, 3-7

enlistment bonus, 3-5

foreign duty pay, 3-8

foreign language proficiency pay, 3-9

hostile fire pay, 3-8

imminent danger pay, 3-8

Medical Corps officers special pays, 3-7

overseas extension bonus, 3-8

regular reenlistment bonus, 3-5

responsibility pay, 3-9

selective reenlistment bonus, 3-5

special duty assignment pay, 3-5

special pay for nuclear-qualified officers, 3-9

Special reports, 13-12

message report of statement of accountability and
disbursements and collections, 13-13

Foreign Currency Report, 13-14

Prompt Payment Act report, 13-15

Specimen signatures, 13-19

Split pay option, 7-15

Spoiled checks, 7-12

Standard document number, 8-8

Standard letter, 2-9

Standard subject identification codes (SSIC), 2-12

Standards of service, 2-1

State income tax withholding, 4-17

legal residence, 4-17

member naturalized, 4-17

monthly SITW rate, 4-17

one-time withholding at 4 percent, 4-17

Statement of Accountability, 13-2

Suballotment, 9-6

Subhead, 9-6

Submarine duty pay, 3-10

continuous submarine duty incentive pay, 3-11

Submarine duty pay-Continued

operational submarine duty incentive pay, 3-11

submarine service entry date, 3-11

total operational submarine service, 3-11

Submarine service entry date, 3-11

Successor check, 7-13

Summary of accounting data, 114

Supplemental BAS, 3-13

Supply department, 2-1

Suspense file, 6-14

Suspense file and feedback, 5-6

T

T allotments, 4-5

TDY en route, 10-11

Temporary active duty, 8-1

30 days or more, 8-1

less than 30 days, 8-2

Temporary additional duty (TAD) orders, 10-2

Temporary duty (TDY) orders, 10-1

Temporary duty travel allowances, 10-11

day of departure from and day of return to PDS,
10-14

per diem under the lodgings-plus system, 10-12

TAD MALT, 10-11

while at the TAD/TDY station, 10-14

Temporary lodging allowance, 3-19

Temporary lodging expense (TLE) allowance, 10-20

Temporary pay accounts, 6-17

payment limitations, 6-17

TPA entries, 6-17

Terminal area security officer, 5-7

Terminal operator, 5-7

Three-way read-back, 7-8

Total operational submarine service, 3-11

TPA entries, 6-17

Training duty without pay, 8-23
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Transaction type, 9-7

Transfers between appropriations, 11-12

Transients, 6-19

Transmittal Report 0124, 5-4

Transoceanic travel, 10-5

Transportation in kind, 10-8

Travel advance overpayment, 10-28

Travel advances, 10-23

Travel and transportation allowances under special
circumstances and categories, 10-15

Travel claims preparation, 10-24

Travel claims reconciliation and settlement, 10-26

distribution of documents, 10-32

TA equals amount earned, 10-27

TA less than amount earned, 10-27

travel advance overpayment, 10-28

Travel orders, 10-1

group travel, 10-1

permanent change of station (PCS) orders, 10-1

temporary additional duty (TAD) orders, 10-2

temporary duty (TDY) orders, 10-1

Travel status, 10-3

Travel time, 10-5

Trust fund, 9-4

Two-way read-back,

Typewriters, 2-17

U

U allotments, 4-5

7-16

UMIDS payroll, 7-14

Unauthorized absence, 4-21

Uncollectible checks, 12-10

Undelivered checks, 7-12

Unexpired appropriation, 9-3

Uniform Microcomputer Disbursing System (UMIDS),
5-5

Unit identification codes, 9-8

Unpaid pay and allowances, 7-24

Unpaid training duty pay, 8-24

additional pay, 8-24

doubtful claim, 8-25

lost original orders, 8-24

unpaid pay and allowances, 8-24

Unused GTRs and tickets, 10-33

User assistance section, 5-7

V

Variable housing allowance, 3-15

BAQ codes for VHA, 3-15

VHA Certificate, 3-15

VHA offset, 3-15

Variable special pay, 3-7

Verification tapes, 7-8

VHA Certificate, 3-15

VHA offset, 3-15

Voided checks, 7-12

W

Wage and tax statement, 4-19

Wages subject to FICA tax, 4-19

Waiver/remission of indebtedness, 4-26

approval and disapproval, 4-27

disbursing procedures, 4-27

eligibility, 4-26

refunds, 4-28

submission, 4-27

Weekly transmittal report, 5-4
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